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Overview and installation   

Organization Chart   

BFO system allows you to save the organization chart as a MS Visio to show the image 
of the organization chart of the program BFO.   

Departments   

List of departments, including the following information: department code, name, 
branch, business center, contact person, phone number...  

The information set   

V Unit: unit of usage for the da y, stay away, do more... we can install in days or 

hours or minutes...  

V Absence code: the list of storage types stay away: sick leave, annual leave, leave 

the Hi, unpaid leave and wage coefficients except for the code break away...  

V Overtime code: the li st of overtime: overtime work shift 02, work shift 03 , extra 

days off No. 7 / Sunday, extended holidays / New Year and the number of 

payroll for the extra code (eg 150%, 170%, 200%, 300%) ...  

V Shifts: store the code shifts the code, starting time, ending time , rest breaks and 

the following information: the rate of subsidy / grant amount.   
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V Code qualifications, skills codes: two lists stored qualifications and skills that 

companies recognize and manage candidates and employees.  

V Position code and title indexes store the information about the position code and 

the code positions in the organization. The support allows the recording system 

by a factor of the salary level (Level) support for the payroll.  
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¶ Code for equipment and information security staff: recognition of the device are 
stored by the employee, the history of use of such equipment.  Also note some 
important information by the employee held for transfer back to his successor.   

¶ Relationships: the list of stored relationships in family and social workers.   
¶ Code is not positive, reward and discipline: the list of codes used to support 

future statistics.   
¶ Health insurance, social insurance: the list of recognized social insurance 

numbers and health insurance...  

Careers   

Planning recruitment   

Recruitment plan include the following information: identification of the plan (demand) 

recruitment, code positions and recruiting, hiring department, the number of employers 

expected. And requirements: professional, educational level, years of experience, work 

area, age, gender, salary, other skills... 
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Candidates   

¶  Resumes  

Stored in the system and the list of key data used for the analysis of the candidate's 

information: personal information, skills, information on work experience and the results 

of the simulation phase problem.  When formal recruitment, the system provides 

functionality that allows copy all the information of the candidate to employee records.  
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¶ Job Application:  

Management functions allow detailed record of each recruit, storage of documents / 
files of the candidate software and the results of the examination stage / interview.   

Recruitment process: interview, examination   

Noting the information the results of the examination period, interviews... in the 

recruitment process. The basic information: time planned interviews, interview time, 

scores / evaluations of the job.  
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Training   

¶ Training courses  

In BFO system, training can be interpreted as training needs or training plans.  The 

training includes basic information such as ID number (generated automatically), the 

name of training, of course, from day - to date, the training, trainers, training cost ... 
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V Training course 

The details of the training: which employees participate in tra ining, the evaluation 

results on the presence and cost of each employee to participate in training;  

¶ Person / organization of training   

List of persons / organizations trained to record contact information and identificati on of 

training and organization. You can set list includes organizations and individuals 

involved in organized training. 
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¶ Training evaluation  

Training evaluation noted the information the results during and after the training 

ended. The information is recorded: the cost of attending training, the results achieved 

in classification / scale... 

Employees   
Employee profiles is the most important portfolio management module in human 

resources and payroll. The list is a list of employees including more information: contact 

information, personal information, and information on work history and information on 

qualifications, information on employee relations, informatio n skills and historical 

reviews... 
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Work ing  experience   

Includes personal information: full name, birth date, address individual  - can save many 
addresses for each employee.  

Information on work experience: location code / job title, job description, the results 

obtained, the notes on the process of the job, wages finally achieved, time limits work 

of each position... 

Group informa tion qualifications, skills, relationships   

Group information on qualifications, skills and relationships is a set of matrices for the 
purpose of saving a lot of qualifications, skills and relationships to each employee.  

Update qualifications include a degree code, learn from day to day, limited use, 
classification results, the cost of education, schools, national quality standards, the 
payroll number, qualifications. what is considered the highest...  

Information skills: skills identification and classifi cation review / scale for skills, years of 
experience for that skill ...  

Information on the relationship of employees: relationships outside the family and the 

families of employees, including the following information: close relationship code, full 

name, field work / management ... 
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Job Description   

Job descriptions are stored in the system in two forms: textual description of the 
attachment (file software: image, word ...) is attached to each job position code and job 
description in the format code functions  of the job.   

The encryption features the work of employees and to scale is the amount of job 
descriptions, assist in the evaluation work of the staff and assist in salary, bonus 
calculation.  

Labor contracts   

Labor contracts are managed more for each employee in the system. Each employee 
can have many labor contracts in the system and each time the default would have a 
labor contract in effect.   

Labor contracts may contain information such as date of trial, ending a trial; the 
agreement on salaries, allowances and bonuses; the agreement on the number of days 
of leave, annual holidays; job description and the plurality of experiments; payday ...  

 

HR Evaluation  

Evaluation  criteria   
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Target system assessment BFO user-defined and provisions applying to use. Target 
assessment gives users three assessments default: scale, according to a ranking and 
classification.  

Integrated evaluation indicators with the provisions of the personnel evaluation, reward, 

discipline and compensation for each employee / department. 

Evaluation  

This function allows users to record the results evaluated against the targets set in the 

above list. Some support for the system of automatic data output: evaluation wilderness 

vacation, overtime, turnover and work performance of the process:  delivery, buy 

success, collecting more time... 

 

Discipline, rewards   

Discipline includes the following functions: set list of codes of discipline and disciplinary 

record. Spending discipline can get integrated with disciplinary action: except bonus, 
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except allowances, warning... 

 

V Similar reward and discipline, including two main functions are recorded set list 

reward and recognize the reward. reward and recognition are integrated with 

compensation: bonuses, increases and allowances... 
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Internal Comm unications   

Internal communication is a feature of the system allows the department / employee in 
the company to share information with any type of format files.  This feature allows you 
to store information: written to, the written documents of issuance of  the written 
response...  

Timekeeping   

This function serves to record hours and hours on the staff, and supports integration 
with the timekeeper to stop the automatic data import.   

In the case of timekeeping manually, the screen will show signs of employee s in the 
company, the employees in the state: working out, waiting on ... This function combines 
the functions of registration shift to determine the time to do the staff, monitoring 
against the registration and break away to signal more accurate availabili ty / absence of 
staff.  

Here is the registration screen shifts and work content.  

 

Absence register   

Sign up to stay away for the reason code analysis break away, a checklist system that 

allows users to define the cause of break away. 
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Vacation registration function supports the distribution rights for the approval and 

recording leave of absence as reason codes, the number of stay absent registration / 

edit. 

Overtime Register  

Similar to stay away registration function, registration allows the use r to add records 

and authorization approved by recognized cause of the extended amount of time to do 

more... 
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Payroll   

Public payroll and personal income scale   

States managed payroll in payroll setup screen. Payroll allows users to specify, define 

the system created by hand or create on the public use sample data of the previous 

period. At the same time update function work hours, will perform the update, the 

number of hours the employee of the month fo r the work shift was registered . 
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In the settings window for personal income tax that allows users to record information 

about the specified percentage of personal income tax on gross wages. Table settings 

are copied as the first payroll period, in case users use to create automated public 

payroll. 

Salary  group  

The salary scale is £ install using the following criteria: type of food (formal, 

apprenticeship, business salaries, wages accounting...), rank pay, Grade, rank and 

position... to set the ratio or number money paid for each item: basic salary, allowances 

shall, housing allowance. 



 18 

H
U

M
A

N
 R

S
O

U
R

C
E

 M
A

N
A

G
E

M
E

N
T

 |
  

1
1

/1
/2

0
1

0
 

 

Payroll Item  

List salaries for declaring and defining formula of each item paid wage.   

For example, the basic wage by the labor contract...  

The list includes all wages paid items that businesses use. After installation is complete 
the list of salaries, we will make salaries grouped by each group to report that the 
group would pay the salary of any item Item.   

For example, wage accounting group, there is no allowance in sales, business team, 

there is no allowance made more... 
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List of team salary  

 

Groups wage parts or by other criteria will assist in the management of food that are 

easy and for the statistical reports more quickly.  The system will remove the food items 




